Choir Trip Checklist

One month out

· Check trip approval by DCA

· Trip roster complete

· Verify date/cost with parish

· Get RFA signed and FAXed by parish

· Establish contact with bus company

· Cadets buy gift

· Check cadets request ration money

· Check cadets have done transportation request

· Check parish has done pre-planning of accommodations

One week out

· Finalize trip roster

· Begin work with TACs on permission to depart as required

Week-of

· Pick up ration money Thursday

· Verify gift on hand

· Get directions (Mapquest works great)

Day-of

· Take five copies of trip roster

· Take directions

· Take ration money

· Take all req’d uniforms (Class-A for departure; Dress Mess or Blues (w/ 4-in-hand tie) for Mass)
· Take cell phone

Formation

· Verify cadets have red sashes, white trou/skirts, pumps (for ladies), spooney buttons

· Remind cadets they represent USMA and MHT; call for responsibility

· Remind cadets to get addresses for thank you notes

· Ensure perfect match between trip roster and cadets present

· Sign out from CGR.  Cadets need swipe card.

· Verify gift in-hand

· Verify ration money in hand

Arrival

· ENSURE YOU GET THE PHONE NUMBER OF THE WEEKEND BUS DISPATCHER from the driver in case the bus doesn’t show for return trip.

· Ensure all cadets have emergency contact procedure (phone numbers) for OIC, CIC and others as appropriate (cell phone for OIC is best).

· Ensure OIC and CIC have contact roster for all cadets

· Ensure all cadets know next formation time (normally practice)

First formation

· Remind cadets of uniform protocol.  Identify changing areas.  Don’t be seen outside changing areas out of uniform or in partial uniform.  No putting on/adjusting sashes outside changing areas.  Be professional.  OIC or CIC only authorize deviations.

· Rehearse CIC remarks for Mass.

· Issue schedule for rest of weekend.

· Caution on deportment Saturday night.

Departure

· 100% check for lost items of all areas where cadets changed.

· Return all keys for parish facilities.

· Ensure to get names for thank-yous (pick up bulletin)

· Issue ration money on bus.  If necessary, reimburse gift purchase.

Return

· Check bus for left-behind stuff.

· Give left-over ration money to CIC for return Monday.

